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	Executive summary

	
Context:

The Apprenticeships Policy is a new policy created by QUAD and City’s Apprenticeship Hub. Its purpose is to formalise the apprenticeship external requirements and obligations within City’s quality framework. It also describes where apprenticeship requirements overlap with existing policy (e.g., programme approval, interruptions of studies) and outlines the additional considerations to be factored in.

Academic Services has consulted with stakeholders across the University on the proposed updates (including ADEs, HoASs, the Students’ Union, VP Education and Professional Services staff in each School). Feedback has been implemented, where appropriate, and a summary of the feedback is provided in the tables below. 


	Action(s) required from the Committee:
	

A. review the new Apprenticeships Policy;
B. agree that any amendments suggested by EQC can be approved by the EQC Chair and highlighted to Senate;
C. recommend to Senate that the amendments are approved at its next meeting. 




The table below outlines which committees/groups have already seen the report and the resulting outcome/action from discussions.

	Committee date
	Committee title
	Outcome/action
	Action date
	Paper version number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	









Overview of consultation feedback and actions taken:

	
	Feedback:
	Action taken:
	Comment:  

	1
	Clause 8iii: perhaps if a school does not have the in-house expertise to deliver an essential part of the apprenticeship, the programme should not be planned?
	
	EQC comments welcome.

This may mean a very small element of the programme and could be left in for flexibility. English and Maths provision can also be sub contracted.

	2
	Add a section relating to maximum periods of registration and breaks in learning
	Added clause 35
	

	3
	Clause 2: Although this paragraph mentions the fact that there are both credit-bearing degree apprenticeships and non-credit bearing apprenticeships, there appears to be no difference in the policy. For the purposes of programme approval, it might be helpful to differentiate between the programmes which result in awards of City, University of London and programmes where there is no internal credit awarded, no final award and no integrated EPA.
	
	As far as apprenticeships that are regulated by ESFA / IfATE are concerned, this Policy will apply whether they are credit bearing or not. A non-credit bearing apprenticeship programme would need to go via programme approval process as the University needs assurance that we are complying with external rules, have a market, have considered EPA, etc.

	4
	Clause 8: should make it clear that there are certain Standards which require the EPA to be contracted out.
	EPAs are not defined as subcontracting by ESAF. Added ‘’Non-integrated End Point Assessment (EPA) does not constitute subcontracting’’
	

	5
	The policy should be sufficiently flexible to accommodate changes in Government policy – for example, the off-the-job requirement is no longer 20% of the working hours (since 01 August 2022)
	Removed reference to specific 20% off the job training 
	

	6
	Clause 31: Having more than one EPAO per programme is problematic (although we acknowledge that it comes from the funding rules). Although employers have the right to choose, can we at least add School to “recommend” EPAOs rather than just “provide information”?
	Added
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Scope
This policy outlines the requirements for the design and delivery of higher and
degree apprenticeship programmes. It includes credit bearing and non-credit bearing apprenticeship programmes and those delivered in conjunction with a sub-contractor. 

Senate Regulations
Senate Regulation 19 Assessment Regulations 

Date approved/re-approved
Xxx September 2022

Date for review 
tbc

To be read in conjunction 
Programme Approval Policy 
Interruption of Studies & Withdrawal Policy

APPRENTICESHIPS POLICY










Equality and Diversity statement

City, University of London is committed to promoting equality, diversity and inclusion
in all its activities, processes, and culture, under its Public Sector Equality Duties and
the Equality Act 2010. This includes promoting equality and diversity for all, irrespective of any protected characteristic, working pattern, family circumstance,
socio-economic background, political belief or other irrelevant distinction.

Where relevant to the policy, decision-making panels will ensure a reasonable
gender balance (with at least one man and one woman) and will actively consider
representation of other protected groups.
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[bookmark: _Toc111466659]Introduction 

1. For the purpose of this Policy, an apprenticeship is ‘a job with training to industry standards.’ It should be about entry to a recognised occupation, involve a substantial programme of on and off-the-job training and the apprentice’s occupational competence should be tested by an independent, end point assessment unless recognised as an integrated end point assessment by the institutes for apprenticeships.

2. This Policy applies to all apprenticeship programmes, including credit bearing (degree award programmes) and non-credit bearing apprenticeship programmes at all levels, which are governed by the Institute for Apprenticeships and Technical Education (IfATE). 

[bookmark: _Toc111466660]Apprenticeship Design and Approval 

3. The Head of Apprenticeships (apprenticeships@city.ac.uk) should be consulted prior to the design of any new apprenticeship provision. Conversely, City’s Apprenticeship Hub may also consult with Schools on new proposals. All new apprenticeship programmes should be approved in line with the University’s Programme Approval Policy. Any amendments to existing apprenticeship programmes should be reviewed in line with the University’s Programme Amendment Policy. Where an existing programme is being adapted for delivery as an apprenticeship, the School should consult with Student and Academic Services to ascertain the most appropriate approval process. 

4. All apprenticeship programmes must be aligned with an approved national Apprenticeship Standard and associated Assessment Plan. Programmes should be designed to deliver the necessary knowledge, skills and behaviours as outlined in the Apprenticeship Standard approved by the Institute for Apprenticeships and Technical Education (IfATE).

5. Students on an apprenticeship programme will be expected to successfully complete an End-Point Assessment (EPA) in accordance with the requirements of the relevant Apprenticeship Standard. The approval process is intended to take a holistic view of the apprenticeship programme, including arrangements for conduct of the EPA regardless of whether this is integrated or non-integrated.

6. There are additional requirements to consider when designing an apprenticeship programme and that Schools should address in the approval submission, including:

i. mapping of the programme and/or module learning outcomes against the relevant apprenticeship standard and assessment plan;
ii. entry requirements, including details of how English and Maths will be delivered (if applicable);
iii. how recognition of prior learning/recognition of prior experiential learning will be dealt with;
iv. arrangements for undertaking initial needs assessments and training needs assessments;
v. the structure and timing of delivery, including multiple intakes if applicable;
vi. how the requirement for specified off-the-job training will be met (including associated monitoring and recording mechanisms);
vii. arrangements for student progress reviews and formal tri-partite reviews with students and employers;
viii. arrangements for end point assessment, including how students will be prepared for this as part of the programme and, if non-integrated, information on the end point assessment organisation;
ix. information on support mechanisms within the workplace, and the provision of guidance and training for those supporting students in the workplace;
x. information, or implications, of Professional, Statutory and Regulatory Body (PSRB) guidance on apprenticeships;
xi. arrangements for the use of subcontractors and how this relationship will be managed (if we choose to use them);
xii. arrangements for managing employer relationships, including workplace visits by University staff;
xiii. information on staff development activity undertaken to prepare the programme team for delivery and management of the apprenticeship programme.

7. When a new Programme is being proposed, the School should consider the additional and significant resource requirements of an apprenticeship programme. This includes staff time and systems in place to adequately support the programme delivery, the required data returns e.g. the Individualised Learner Record (ILR) monthly return, the employer engagement activities, tri-partite meetings, initial needs assessments of apprentices, etc. These should be discussed with Senior School staff and the Apprenticeships Hub (apprenticeships@city.ac.uk).  

[bookmark: _Toc111466661]Subcontracting 

8. Schools should plan to deliver all parts of the apprenticeship programme itself (or in collaboration with another School or Department), without the use of subcontractors. Schools considering subcontracted provision should consult the Education Skills Funding Agency (ESFA) rules and seek advice from the Head of Apprenticeships. Non-integrated End Point Assessment (EPA) does not constitute subcontracting. The University will only agree to subcontract delivery of any part of an apprenticeship in the following circumstances:

i. Where it is a contractual requirement with the employer that part of the delivery of the apprenticeship is subcontracted to them;
ii. Where is it a requirement of a regulatory body to subcontract part of the apprenticeship delivery (apprenticeship standard stipulation, PSRB requirement, etc.);
iii. Where the University does not have the in-house expertise to deliver an essential part of the apprenticeship;

9. The University may also subcontract the delivery of English and Maths functional skills where an individual does not already hold or cannot demonstrate that they hold the qualifications in these subjects required by the ESFA funding rules.

10. In all these cases, the decision to subcontract will be discussed with the employer before entering into a subcontract arrangement and will be recorded in the legal contract for services with the employer. Schools should also consider any PSRB implications of subcontracting some delivery.

11. Where any element of the programme, including English and Maths, is subcontracted to the employer or another provider, they must be either a Main or Supporting Provider on the ESFA Register of Apprentice Training Providers (RoATP) or a registered Employer Provider.

[bookmark: _Toc111466662]Employer Engagement, Apprenticeship Agreement and Commitment Statement

12. Schools should seek evidence of appropriate employer demand in the apprenticeship and this should be included with the Programme Approval submission. Potential Employers may inform the development of a programme.

13. There must be a written agreement, in accordance with current ESFA funding rules, between the University and the employer which forms the contract for services between the two organisations in relation to the negotiated fees, set against the pricing matrix of the University including the cost of EPA. The agreement must also include the full module delivery and assessment schedule of the apprenticeship programme. The agreement must be in place prior to commencement of the apprenticeship programme.

14. There must be a fully established link between the employer’s Digital apprenticeship service account (DAS) and the University; including the agreement of the programme details, cost and start and end dates. No apprentice can be offered a place until this link is established to comply with the relevant ESFA funding rules.

15. For each individual apprentice, there must be a Commitment Statement, signed by the apprentice, the employer and the University prior to the apprentice start date, which sets out how all three parties will support the achievement of the apprenticeship. The content of the Commitment Statement must align with the requirements of the funding rules, including setting out the planned content and schedule for the training (including EPA), start and end dates, the number of planned off-the-job training hours for the full apprenticeship, and the roles and responsibilities of each party. The University must also ensure that there is an Apprenticeship Agreement between the apprentice and their employer in place at the start of, and throughout, their apprenticeship. The Commitment Statement must be completed before the Apprenticeship Agreement is signed.

16. Signed copies of the Apprenticeship Agreement and the Commitment Statement must be in place at the start of the apprenticeship and for its entire duration, with any revisions resulting from a change in circumstance kept in an evidence pack.
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17. Entry requirements for an apprenticeship that includes an award of City, University of London should follow the University’s Admission Policy. In addition, entry requirements for an apprenticeship programme must be aligned with the relevant Apprenticeship Standard. All apprentices must have successfully achieved Level 2 functional skills or GCSE grade A* to C (or 9 to 4) in English and Mathematics before being eligible to proceed to the Gateway to EPA. Where this is not set as an entry requirement for the apprenticeship programme, the University will make provision for enabling apprentices to achieve Level 2 functional skills. 

18. In accordance with the funding rules, students on apprenticeship programmes are required to be in full-time or part-time employment (normally for at least 30 hours per week), and must have an employment contract which is long enough for them to successfully complete the apprenticeship programme (including the EPA). Information on paid hours must be provided at the application stage. The apprentice’s job role must provide them with the opportunity to embed and consolidate new knowledge, skills and behaviours gained throughout the apprenticeship. The employer must provide the University with evidence that they will allow the apprentice to complete the apprenticeship (including English and Maths training if required) within their working hours and contribute to the off the job training requirement.

19. The University is responsible for checking the eligibility for funding for individuals prior to admission to the apprenticeship programme, in accordance with the eligibility criteria outlined in the funding rules. An Initial Needs Assessment of the apprentice’s existing knowledge, skills and behaviours against those required to achieve occupational competence must be undertaken as part of the process for determining eligibility for admission to an apprenticeship programme, and included in the evidence pack. This must include consideration of any knowledge, skills or behaviours gained via work experience and/or prior education or training. In accordance with the funding rules, the University is required to demonstrate that prior learning has been accounted for and that the content, duration and price of the apprenticeship is adjusted accordingly where the apprentice has prior learning necessary to achieve occupational competence. 

20. Any relevant prior learning identified through the Initial Needs Assessment process must be formally approved in accordance with the University’s Recognition of Prior Learning Policy, using the information contained within the Initial Needs Assessment form and associated evidence. Initial Needs Assessments must be authorised by the relevant Programme Director prior to the apprentice induction and subsequent start date.
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21. The structure of the academic year for apprenticeship programmes should align with the requirements outlined in the Framework and Regulations for the relevant award. The typical and maximum duration of the programme will be outlined in the relevant Apprenticeship Standard.

22. In accordance with funding rules, all apprentices must spend a specified amount of their paid working hours engaging with the apprenticeship programme. Off-the-job training must be directly relevant to the apprenticeship and can include the teaching of theory; practical training, shadowing, mentoring, industry visits; or learning support and time spent completing assessment tasks. Off-the-job training does not include English and Mathematics training, progress reviews or training undertaken outside the apprentice’s normal working hours. The number of planned off-the-job training hours for the full apprenticeship must be recorded on the Apprenticeship Agreement, the Commitment Statement and the Individualised Learner Record (ILR). Arrangements for delivering this training and monitoring whether the requirement has been met will be considered as part of the programme approval process. It must also be recorded by apprentices throughout their apprenticeship programme, and monitored through the tripartite review process.

23. Modes of delivery for apprenticeship programmes will vary according to employer need, and may include day release, block release or a blended learning approach involving a combination of face-to-face and distance learning. In accordance with the funding rules, off-the-job training cannot be delivered solely via distance learning. 

[bookmark: _Toc111466665]Apprentice Progress Monitoring

24. Tripartite progress review meetings must be held each term, or more frequently as required if the apprentice has an additional learning requirement and/or is at risk, for whatever reason, of not meeting their planned end date. The meetings should involve a representative from the University, the employer and the individual apprentice. The meetings should be used to review and set academic targets; monitor the apprentice’s wider knowledge, skills and behaviours; and provide information, advice and guidance on a regular basis throughout the apprenticeship programme. All reviews must include a review of progress against the relevant Apprenticeship Standard and Commitment Statement, including ensuring that the apprentice is on target to meet the off-the-job training requirement. Any change in circumstance (for example to the apprentice’s paid hours, line manager or personal contact details) should also be discussed, recorded on the review form and shared with the ILR and Apprenticeship Hub. A formal record of these meetings must be maintained within the evidence pack.

25. E-portfolios (Aptem) provide an effective mechanism for setting targets, reviewing progress and tracking off-the-job training. The e-portfolio (Aptem) is also often a requirement for the EPA. Further advice and guidance on e-portfolio systems and their use in supporting apprenticeship provision is available from the Apprenticeship Hub and School Champions. 

26. Attendance monitoring and absence reporting must be undertaken in accordance with the University’s Student Attendance and Engagement Policy. The apprentice’s employer must be notified in the event of any concerns regarding attendance and this must also be considered as part of both informal and formal progress reviews. Apprentices should be encouraged to consider a break in learning (or interruption of studies) where there are circumstances meaning that they are not fit or able to study for an extended period.

[bookmark: _Toc111466666]Support in the Workplace

27. Schools must ensure active employer engagement in the design and delivery of apprenticeship programmes, for example through active participation in induction processes, informal and formal progress reviews, and supporting apprentices in the workplace. There must be clear points of contact and channels of communication between the University and the employer to facilitate effective programme delivery and partnership working.

28. Support is normally provided by the employer through the appointment of a mentor (or equivalent), who is usually a more senior or experienced member of staff who is able to provide advice and guidance to the apprentice and support them in developing the required knowledge, skills and behaviours outlined in the Apprenticeship Standard. 
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29. EPA provides a holistic and independent assessment of the knowledge, skills and behaviours that have been acquired through the apprenticeship programme. EPA may either be integrated into the programme of study or it may represent an additional stage beyond meeting the requirements for the relevant University award. The approach to EPA will be outlined in the Assessment Plan for the relevant Apprenticeship Standard and confirmed at the point of programme approval. Where EPA is not integrated into the programme, apprentices who fail to successfully complete the EPA may still receive the relevant University award where the requirements for that award have been met, but will not receive the apprenticeship completion certificate from the ESFA.

30. Where EPA is integrated, there should be a clear separation between apprenticeship programme delivery and the conduct of EPA. 

31. Non-integrated EPA requires the involvement of an authorised independent End Point Assessment Organisation (EPAO) listed on the ESFA Register of End-Point Assessment Organisations (RoEPAO). The School will recommend possible EPAOs to employers but the selection of the EPAO is the responsibility of the employer. The EPAO must be selected by the employer at the start of the apprenticeship programme and notified to the Apprenticeship Hub so that EPAO details can be included in the agreement between the University and the employer. The School will liaise with the EPAO to confirm contractual arrangements and schedule the EPA, and will fund the cost of the EPA from the apprenticeship fee paid to the School. One EPA for each apprentice will normally be funded, with funding for any re-sits based on the agreement between the University and the employer as set out in the Written Agreement.

32. An apprentice can only take the EPA once they have satisfied the gateway requirements set out in the Assessment Plan (including attainment of English and Mathematics at Level 2) and both the employer and the School are content that they have attained sufficient skills, knowledge and behaviours.
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33. Apprentices may submit claims for a break in learning (referred to within the University as an interruption of studies) where they take a period of leave from their work and/or their off the-job training lasting more than four weeks as a result of exceptional circumstances (such as medical treatment, maternity or paternity leave, parental leave or leave for other personal reasons). The break in learning must be initiated by the apprentice; it cannot be initiated by the University or the employer unless there are exceptional circumstances sanctioned by the ESFA that temporarily prevent the University and/or employer from delivering training. The request for a break in learning will be considered in accordance with the Interruption of Studies and Withdrawal Policy. Any breaks in learning must be agreed with the employer via the submission of a supporting statement, completion of the BIL form and must be reported to the ESFA (via the ILR and Funding Manager) so that the original planned end date can be adjusted accordingly on the ILR.

34. In accordance with the funding rules, annual leave or short-term absence of up to four weeks is not considered by the ESFA to be a break in learning, and does not require the apprentice to interrupt their studies at the University.

35. [bookmark: _Hlk113017816]When reviewing a request for a break in learning (or interruption of studies) the maximum period of registration for the programme should be considered. Where the student will exceed the maximum period of registration, an extension should be applied for as per City’s Assessment Regulations.

36. Where an apprentice is made redundant by their employer, in accordance with ESFA funding rules, the University must:

i. make reasonable efforts to find the apprentice a new employer;
ii. record the change in employment status in the ILR (this must match the date the apprentice became redundant, and a copy of the apprentice’s redundancy notice must be maintained in the evidence pack); and
iii. record apprentices more than six months from the final day of their apprenticeship as having left their apprenticeship if a new employer is not found within twelve weeks of them becoming redundant.

37. If an apprentice is made redundant within six months of the final day of their practical period specified in the Apprenticeship Agreement, or have completed 75% of the course, they may continue on the programme without being employed under a written Apprenticeship Agreement. In these circumstances, in accordance with ESFA funding rules or any subsequent revisions:

i. the University can continue to deliver the apprenticeship’s training as long as all the remaining elements and EPA can be successfully delivered (with the ESFA continuing to fund the remaining costs of the price negotiated between the University and employer up to the funding band maximum);
ii. if the apprentice finds a new employer where they can complete their apprenticeship, then the new employer will assume all outstanding liabilities and benefits from that point (the University will negotiate a new price, if required, with the new employer and input this on the ILR);
iii. if the apprentice takes a job with an employer which is not related to their apprenticeship, the ESFA will continue to fund the remaining costs of the price negotiated between the University and employer up to the funding band maximum).

38. Where a change of circumstance means that training and/or assessment is no longer being delivered, no further funds from the ESFA will be made available. If an apprentice leaves without completing their apprenticeship, the last date of learning will be the last date the University has evidence that the apprentice was engaged in learning that formed part of their apprenticeship programme. This can be evidenced by conducting a formal exit interview with the apprentice and their employer, with a record of the interview maintained in the evidence pack.

39. Where an apprentice is enrolled on an apprenticeship programme where additional responsibilities are placed upon them regarding their professional suitability, as outlined in the codes of practice of the relevant PSRB, failure to meet these requirements may lead to the University’s Fitness to Practise Procedure being invoked. The apprentice’s employer will be involved in the decision-making process as outlined in the Fitness to Practise Procedure. Serious, proven allegations may result in the withdrawal of the apprentice from the apprenticeship programme because they are unfit to practise. Evidence of the reason(s) for withdrawal must be maintained in the evidence pack.
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40. The University has a legal duty to create a safe environment for apprentices, protecting and safeguarding their welfare and promoting respect and tolerance through British Values. The University’s Safeguarding Policy outlines the approach to ensuring the welfare of all those who study, work or visit the University and the procedures for dealing with any safeguarding concerns (including in relation to anyone who may be at risk of being radicalised by any extremist group or ideology). Safeguarding and Prevent are key themes for discussion at tripartite review meetings, providing an opportunity to monitor and raise awareness. Mandatory professional development workshops should be provided by the designated Safeguarding Officers within the University for all staff engaged with apprentices.

[bookmark: _Toc111466670]Governance and Internal Quality Assurance 

41. All credit-bearing apprenticeship programmes that lead to an award from City, University of London shall comply with the governance arrangements, quality assurance processes and assessment regulations as outlined in the Student Policies and Regulations page and the Quality Manual. Any exceptions will be explicit in the relevant Policy, Regulation or be referred to in the Apprenticeships Policy.
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42. All apprenticeship programmes are monitored and quality assured through the Apprenticeship Hub for compliance with OFSTED and ESFA regulations. This includes regular reviews of evidence submitted for assessment, tripartite review completion and content, module content and apprenticeship standard mapping, EPA process and completion and QAR data.

43. Schools are advised on the importance of record keeping for both internal and external quality assurance processes and regulatory data returns. Records should be kept up to date, and data should be provided to the Apprenticeship Hub as soon as possible and at least monthly, in order to comply with the ESFA data returns. Information about data requirements and the types of data required can be found in ESFA ILR guidebook, and for level 4 and 5 programmes only, in the Ofsted Education Inspection Framework.

44. Students will remain enrolled at the University until they have completed their End Point Assessment, which is likely to be after they have completed their University programme. Schools should ensure records continue to be kept until the student is signed off by the End Point Assessment Organisation.
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